
How to Change Your E-mail Address in Manage My Benefits 
 

If your e-mail address has changed, you need to log into Manage My Benefits as a policyholder, 
benefit coordinator or web contributions coordinator and follow these three easy steps:   

1. When you’re logged in, click on My Account in the menu bar: 

2. Scroll down past the password reset, and you’ll see Contact Information.  Enter your 
new e-mail address..  

3. Scroll to the bottom of the page and hit Save.   
 
You have successfully updated your account.  That’s all there is to it!  Thanks for all you do. 
 


